« APPLICATION FOR RECORDS DISPOSITION STANDARD | -
/ Coa

INSTRUCTIONS: Prepare in dupticate and forward to the Records Management Analyst, Management Systems Division
3. Dept., Division, Subdivision & Administering Office Address ' FOR RECORDS MANAGEMENT DIVISION USE

[ } l * i [ i i .
Department of Transit System Development Date Received  Application No Date Completed

Division of Engineering - | : APR 24 1978 - 7?- ¥ 2.MAY -3 1978
2200 Peachtree Summit

401 West Peachtree St. 1. Application 2. Dept. Application No.
Atlanta, GA

*:lmf;erson to Contact 5. V\—l'o—rk;;g-ﬁtg_' o 6. Telephone Number ]
Naima Washington ‘ e 1 Secretary | 586-5043_ _._ |

-7:ﬁAction Requested
@ Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. 1 Amend Application No. _ . Check One: O Change; [ Supercede; [J Void

8. Dates of Series 9 Records Series Title (foﬂowed by title used in office; if dufferent)
Earliest Latest '
July'76l Present Project Management General Correspondence File
10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Engineering is responsible for managing those work programs of the General
Engineering Consultant and other approprlate technical consultants related to the design .-
of facilities and related equipment by 1) monitoring progress, reviewing and approving the
development of criteria and accomplishment of the design performed and 2) monitoring the
preparation of, reviewing and approving specifications and Construction Cost estimates in-
cluding the Engineer s Estimate. 3) Monitoring the administration of Architectural and
Engineering Professional Service Contracts.

11. Record Series Description This file contains the foliowing documents (mclude form numbers and titles, if any)
Attach samples of the hle

Documents relating to: The daily admipistration and on—going activites of the Preject Management
.Section of the D1v1sion. '

Included : . o N
neluced are MIMS, letters, (internal) correspondence to outside agencies, general housekeeping

files, minutes of meetings, and procedures

Fileisarranged:  Alphabetically by subject, thereunder by date.

12. Monthly Reference Rate  How often are records referred to which are: o

20 10 : >0

One to six months old o — ; Seven to twelve months old —_— - — , Thirtesn to twenty-four months old

——— s —

twenty- Five mOnths and older ___ __0_____ ?

13. Annual Rate of Accumulatlon of Records T ' . ™

Letter-sizedrawers . _; Legal-size drawers —— Shel.ves ; Other (specify!

3012 (3/76)




-

; :
‘ b 4 b
3 I ;
3 | YES [ NO | 14. Questionnaire [Place an "'X"" infthe proper column) ' : S ) ) ' - J_ ' i

‘ a. Is this the official copy of the series? T . -

. L lx If not, where is it? : F . a ] 1
: h. Does the series contain conhdentna! |nformannn’ requiring secumv handlmg’ If yes cne law or regufalibn
- x _ _ L ' ( _ . _t ! o . :i B .
x c. ls this a vital record? . .
_ _——Lkwr};—_‘m (. Does 1his smies have historical o loag teem seseanch vilue? ' T
s When o o1 lywn nlnrun-wnl-. i The B ok o necesaany to keeps the entne Bde bor o fong pesod | coudd hese doctnents e

E X scheduled separately? : - . -
- x f. ls the information contained in this series evar published? If yes. attach copy. T . :
) o “g. Is the information contained in this series ever ana!_v_z:d and/or recorded in a summarized report7 ' T
i x 1 yes, attach copy. .
h. Is therea duplucatuon of this series in your office, or in ano;;\;r_o-f‘f;a:}; agency? N E
3 x If yes, where? E
'—15 ~ x i, ls this series {or a major pa}tion of it} regularly microfilmed? L ; : | i

X j. Does the record series result in a computer prmlout? -
= 15. Retentmn Reguirements The followmg requ;res the serles to be kept: T o x
! ;
- a, State Law — . _ years. d. Audit period ———— e __ years. ;

b. Statute of limitation —— . _years, ©e. Administrative'need years.
c. Federal law years, ; f. Federal retention instructions —— X vyears.

Attach copy or axcert of laws or requlations. Explain administrative need.

" - . . . . . - - - . .
- . - v
N . . \ . . o - . -

16. Approved Disposition lnstructions This agency recommends that the file series be cut olf al ‘the end of each

[.] Catendar Year; [X Fiscal Year; [JOther then, 1

- [ Hold in the current filesarga ____ monthls) year(s); then o

vear'{s)- then

(7 Transfer to local hoiding area; hoid '
F Kl Transfer to SIHKRecords Center; hold SE—— " T ) o 3 years past project completion per 3
] [0 Destroy. 3 UMIA - E.O.M, III D p.41 ]
E 4 Transfer to State Archives for permanent retention. t

() Other (Specify) S : U W E

- Tk ot o : . > ’ | . ' i .

j .
1 1
3 {
:
' ;
!
;

These instructions apply to abl prior and future accumnultations of the series. - . ) : ;

{Indicate briefiy rationale for recommendations above/or write additional remarks):

17. APPROVALS

< ' Approved D pdrtmant Recards Managemen tficer Date [
v A W
: . 2 / Z E? -

! S—
W_ Approved He d/Dosugnee

[ Approved Gmem.l/-:-fr;"_—\__ 7// 2/|a 2 K ppro ed epartment of Archives and History t/ ! ?aﬁ)—éi
/Q ﬁ/?_ 434?/#% ; 12/75 %‘l ) S/=/ 78

Wﬁcords nagement Ana e/ " Approved MA RTA Management Advisary Commities Dsate
zﬂz 7 Cre i A A : |




